GRANTS MANAGEMENT ENTERPRISE (GME) HANDBOOK

Arizona

Department of Education

FOR LOCAL EDUCATIONAL AGENCIES (LEAS)




Table of Contents

General Statement Of ASSUIANCE .......iiiiiiiiie et e e e e e e e e e nnbae e e e e 3
Accessing the Grants Management HOME Page ..........cooiiiiiiiiiiiiiiiiiiec e 4
Navigating the Grants Management HOME Page ........cc.coiiiiiiiiiiiiiiiiiic e s 6
PrOJECE SUMIMAIY ...ttt bttt h ettt o bttt e o bttt e s bbb et e s ab b et e e st e et e e anbe e e e e nbbeeeeannneeas 7
U1 I[P PR TPPP 10
FaY o] o1 (o7 1T ISP PP P OPPPP 12
Fa =T 0T [0 0= 0 £SO PPSOPPPPP 19
PaymMeEnt REQUESES ...ttt e et e e s e s et e e e n bt e e e e e e e e e 22
(070 ] 0] o] 1= i o] T =Y oL ] PP RRTPRR 25
Appendices

Appendix A — ProjeCt/Program COAE .........c.ueeiiiuiiiieiiiiiee ittt ee et e e st e et e e st eesenne e e e e annneeas 32
Appendix B — Step by Step Instructions for Onling APPlICAtIONS ........c.ueeiiiiiiiieiiiiiie e 33

Appendix C — Budget Page for Community Based

Organizations (CBOs), Institutions of Higher Learning (IHLs), and State Agencies..........c.ccccoevvercerieeene 35
Appendix D — Step by Step Instruction for Online AMendments ..........cccoivieiiiiiiiiiinie e 36
Appendix E — Step by Step Instruction for Online Payment Request...........cccooiieiiiiniiiiiie e 38
Appendix F — Project Flags and Holds: Their Meaning and RemMedy ..........cccvviiiiiiiiiiieieiniieee e 39
Appendix G — Step by Step Instructions for Online Completion REPOItS .........coccuveviiiciiiiiiiiiiiciiieee e, 40




General Statement of Assurance

General Statement of Assurance

The General Statement of Assurance (GSA) guarantees accountability to the United States (federal) and the State of
Arizona (state) by the recipients of federal and state assistance grants. (see Appendix A Sample). All of the following

apply —

A document required to receive federal and state funding for projects/grants administered by the Arizona
Department of Education (ADE).

Submitted annually; to be returned by the LEA to the ADE by May 31%; a reminder email is issued in March.
Must be signed by the LEA’s authorized representative(s).
¢ Individual(s) with authority to sign for the entity they represent.
Common Logon User ID (Common Logon is a security portal to ADE web applications.)
¢ The username and password are required to access the secure Grants Management applications.
¢ The User ID is issued by the ADE Support Center upon receipt of the General Statement of Assurance.
¢ Each authorized agent will receive a separate User ID.
¢ Remains the same unless the user changes the password.

Available as a download from the Grants Management website or in email format.

Audit Requirements

Entities expending $500,000 or more in federal monies must undergo an Office of Management and Budget (OMB)
Circular A-133 (Single Audit) and submit the audit report to the ADE within 9 months after the entity’s fiscal year
end.

Charter Schools must have an independent audit per Arizona Revised Statutes (A.R.S.) 15-914 annually.

The ADE has authority to withhold all federal monies if the Single Audit (if applicable) is not submitted to the ADE
within the time frame specified in OMB Circular A-133.



Accessing the Grants Management Home Page

COMMON LOGON

ADE Homepage

hod
o/\o . GOV Method 1
Arizona Font+ | Font- ﬁm&m
Department of Education search [
HOME FIND A SCHOOL ALL PROGRAMS STAFF DIRECTORY CONTACT US FAQ COMMON LOGON

W

» DEPARTMENT MENU

= G ® B a8

Students Parents Teachers Admins Public

® UPCOMING EVENTS

About Department of Education

Accountability > Accountability

Top School District and Charter
Standards & Assessment ‘g‘\ to view top-ranked individual sch
e .
Educator Certification g <44 awarded to school districts and Standards & Assessment .» E-Rate/Educational
ﬁ atleast 140 of a possible 200 p Technology
Finance /IT/Business Senices > g ‘ Departmentof Education's . | Equcator Gertification
Special Education e

-» Grants Management

Fnalish | ananaae | pamers > AN11_9N19 A_E | attar Finance / IT / Business Services »
-» Information Technology

Special Education

-» Procurement

English Language Learners
Method 2 > SAIS

Employment Opportunities

Common Logon
1. Enter your Common Logon User ID.
¢ First time users must read, print, and agree to the Acceptance Use Policy; and change their password.

¢ Passwords must be at least 7 characters and are case sensitive. Call Grants Management at (602) 542-
3470 if you have forgotten your password.

2. Click on Grants Management from the Common Logon Application menu.

3. Enter any of the secure webpages (online applications, amendments, cash management report, etc.) within Grants
Management. (You will have to logon again if you close your browser window or stay in the Common Logon for long-
er than 30 minutes without saving data.)

Method 1—to access secure Grants Management applications online such as online applications, amendments, comple-
tion reports, etc.

1. Go to the ADE homepage (www.azed.gov).

2. Click on Common Logon, which is located at the upper right corner of the ADE homepage (see example above).
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http://www.azed.gov/

Accessing the Grants Management Home Page

Method 2—to view non-secure grant information such as fund alerts, project summaries, etc. without logging on through
Common Logon.

1. Go to the ADE homepage (www.azed.gov).

2. Go to Department Menu > Finance/lIT/Business Services > Grants Management using your mouse and click on
Grants Management from the pop-up window (see example above).

3. When you are ready to enter data such as an amendment, you must sign in through Common Logon.

E ;L’; http:/fwww.azed.gov/grants-management/

File Edit View Favorites Jools Help Method 3

= Suggested Sites v &) Web Slice Gallery + Add a Favorite l ‘ -_

Add a Favorite
L& Add this webpage as a favorte. To access your favorites, visit the
Faworites Center.

MName: Grants Management — The Official Website of the Ardzona State Dep

Create in: ‘i:? Favorites VH Mew folder ]

Add | [ cancsl |

Method 3—Bookmark the Grants Management homepage in your internet browser.
1. Go to the Grants Management homepage (www.azed.gov/grants-management).
2. From ‘favorites’ on your browser menu, select ‘Add to favorites...’

3. Click on ‘Add’ when the pop-up window ‘Add a Favorite’ appears.



Navigating the Grants Management Home Page

1, Grants Management — The... X

NT

Home | Application ¥| Amendment ¥| Cash

| Resources ¥| ContactUs |

You are here: Home
® DEPARTMENT MENU & ® UPCOMING EVENTS
Overview

‘The Grants Management Unit s a collaborative processing unitfor all state and
federally funded programs that are administered by The Arizona Depariment of
Education.

www.azed.gov/grants-management

Mission

r-‘ \ 4

en >
or Certification > —
EREERGE  — ry
& state an
ecial Education >
English Language Leamers > Project)

Employment Opportunities

nnnnn IResults > Brandne

Home | Application ¥| Amendment ¥| Cash Management ¥| Completion Report ¥| Reporting/Forms ¥| Resources ¥| Contact Us

On-line Amendments

» DEPARTMENT

Amendment Resource

Superintendent

e« Home — Allows you to return to the ADE Home Page

« Application — fund alerts, application downloads, online application, application resource
« Amendment — online amendments, amendment resource

« Payment Request — payment request report

o Completion Report — completion reports, completion report tracking, completion report down-
loads

o Reporting/Forms — ARRA recipient reporting requirements, Education Job Grant, federal fiscal
requirements, General Statement of Assurance, indirect cost rate, return of fund

» Resources — all programs, business rules, FAQs, glossary, grants training, information series,
useful documents

o« Contact Us



Project Summary

Project Summary — View summary information on grant specific projects by entity and by fiscal year.

e Specifically -

District (or Charter);
CTDS Number (County-Type-District-Site);
Grant Name;

Catalog of Federal Domestic Assistance (CFDA) Title and Number;

Index Number;

Award Agency, Award Name, Award Year;

Project Number, Project Start Date, Project End Date;

Fiscal Year;

Current Status — Compliant, Programmatic Hold, Completion Report Due, Audit Hold, etc.;

County’s and Entity’s Indirect Cost Rate (%) — Current approved ADE restricted yearly rate or County ap-
proved Indirect Cost Rate;

Amendment Approval Date and Amendment Number — Latest approved amendment number and approval
date;

Budget Line Items—from last approved budget;
Funding Sources;
¢ Breakdown of approved local funds, including carryover and interest, and
¢ Breakdown of approved state funds to be disbursed.
Payment Schedule Status; and
Scheduled amounts,
Amount Paid to Date (actual payments processed/disbursed for a grant/project),

RSP — Remaining Scheduled Payment (federal projects only), and

S 0 O

Total(s).
Max ADE Restricted Indirect Cost Allowed.

Other hyperlinks at bottom of page (see inset explanation on next page).


https://www.cfda.gov/

Project Summary

1. Select Project Summary from the Grants Management non-secure homepage or the secure (Common Logon)
Grants Management Homepage.

View Project Summary for all current a

@ Project Summary

Brand new grant users can explore all o

daencies. This is public information

2. Select the Fiscal Year, Grant, and Entity (i.e. School District, Charter School, etc.).

3. Click on ‘Show Projects.’ Show Projects |

XA Trizona

Department of Education

ADE Home Page | Grants Home Page | Glossary | Contacts | FAQ's
Project Summary Selection

Instructions
o Select the project by clicking the project number.
® To go back, click 'Go back’

“iscal Year ALL
Srant ALL
Zntity ALL

>roject Number

Show Projects Go Back

4. Click on the Project Number (in blue text and underlined) to view a specific grant project.

Fiscal Year 2013 -
Grant ALL -
Entity Clarkdale-Jerome Elementary District : 13-0403-000

Project Number

| - Paid to Date

Show Projects

* Balance = Project Budget - Local To

Project

Project Number Budget

13FESCBG—
370027-01A

Clarkdale—Jerome Elementary District :

13-04-03-000 73,766.05| 0.00, 0.0073,766.0

73,766.05 0.00| 0.0073,766.0




Project Summary

About the bottom of the Project Summary Page...

1. The ‘Go Back’ button is almost everywhere in the

Grants System. Please use this but-
ton when needed, instead of your

browser’s back button.

2.

‘Project Detail’ includes line item de-
scriptions, plus any additional narra-

tives.

View Project Detail ]

View Previous Project CR Status
shows the status of all previous
year’'s Completion Reports that may
impact the current year project.

[clarkdale-Jerome Elementary District

County’s ICR [1o5%

Distiice 00 |
eros [EEEERE

[EET S -0 : - 105+ - fasic Entiiement

CFDA Title Special Education - Grants to States

Award Agency lus Department of Education

Project Number [13FESCEG-370027-01A

[1ER - Indirect Cost Rate

b IDEA

Amendment Number b 2013

Amendment Approval Date  [NIY
Jcurrent starus _ [SRFTNY

EUDGET LINE ITEMS
Object Code

I ion 1000

Funding Type

FUNDING SOURCES

[Salaries [s100 [ 2a.633.00 | [2011 Careyover [ oo
[Employes Banefits [s200 [ 15.324.00 |[2002 Carryover 0.00
[Purchased Professional Services 5300 [ 0.00{[2011 Interest Carryaver [ oo
[Purchased Froperty Services |sa00 [ 0.00|[2012 Interest Carryaver 0.00
[other Purchased Services [es00 | 0.00 ||Miscellaneous Local [ ooe
[supplies lsso0 [ 1,000.00 |[Other Local 0.00
[Other Expenses [saoe [ 0.00 0.00
subtotal for Instruction 1000 54.967.00
support Services 2100, 2200, 2600, 2700 |2011 Undisbursed Carryover [ oo
[salaries [s100 [ 10.934.00 2012 Undisbursed Carryover 0.00
[Employee Benefits [sz00 [ 4,434.05|[2011 Unbudgeted Carryovar [ oo
[Purchased Professional Services [s200 [ 0.00|[2012 Unbudgeted Carryover 0.00
[Purchased Property Services ) | 0.00 ||2671 Haidbaek [ ooe
|other Purchased Services lese0 [ 0.00 ||2012 Holdback 88429
[supplies [ss00 [ 0.00 ||ZGTE IS R [ 72esiTe
[other Expenses ) [ 0.00 73.766.05
[subtotal for Support Services 2100, 2200, 2600, 2700 15,368.08 73,766.05
[support Services - Admin 2300, 2400, 2500, 2300
= = - IEENEEEE
[Employee Banefits [s200 [ 0.00 Amount d to Date
[Purchased Frofessional Services 5200 [ 0.00 | July 0.00 0.00
[Purchased Froperty Services lsa00 [ 0.00 ||August [ .00 0.00
[Other Purchased Services 6500 [ 0.00 |September * [ 5.000.00 0.00
\SUppnas |m;nn | 0.00 |0twber \ 0-00| 0.00
[Other Expenses 6200 [ 0.00 | |November [ 000 000
[subtotal for Suppart Services - Admin 2300, 2400, 2500, 2500 .00 ||December [ 0.00| 0.00
|operation of Non-Instructional Services 3000 lanuzry [ 0.00] 0.00
[sataries ls100 [ 0.00 ||February [ 0.00| 0.00
[Employee Benefits 5200 [ 0.00 |[March [ 0.00] 0.00
[Purchased Professional Services lsz00 [ 0.00 |[April [ 0.00| 0.00
[Purchased Property Services [z [ 0.00 | May [ 0.00 0.00
[other Purchased Services ) [ 0.00 |[lune [ 0.00| 0.00
[Supplies [ss00 [ 0.00 |[July (13) [ 0.00| 0.00
[other Expenses [saon [ 0.00 ||August (12) [ 0.00| 0.00
subtotal for Dperation of Non-Instructional Services 3000 0.00 |[September (15) [ 0.00] 0.00
t SubTotal 70.335.05 |[RsP [ 68,766.05 | 0.00
3.467.51 73,766.05 | 0.00

* Payment(s} in progress

[Restricted Indirect Cast Rate 4.93 %

[Capital Outlay

[Praperty

RS Scheduled P: t
[ez10 [ 3.431.00 uled Paymen
6700 et al. [ 0.00
72,766.05
| Go Back | [ View Project Derail || View Previous Project CR Status [ wiew Project Event Log

View Previous Project CR Status

4. View Project Event Log to view the events of a project
from start to finish including submittal and approval
dates of application, amendment, completion re-

ports....

[

View Project Event Log

l




Fund Alerts

Access information on most Arizona Department of Education (ADE) administered and non-ADE administered monies
available for local education agencies (LEAs). Fund alerts contain the following information -

e Funding name — Adult Education Basic/State, Title | LEA, etc.

e Program area — the program area responsible for administering this grant.
e Authorizing statute .

e Funding source — federal or state .

¢ Funding type — may be any one of the following internal requirements for disbursing monies: Grant First In/First
Out, Grant-Pool, Non Applicable or Non-Grant.

o Purpose — describe the purpose or intent of the grant that needs to be addressed or considered when applying for
the grant.

o Eligibility requirements.

¢ Eligible subgrantees — may be any one or a combination of the following: charter schools, school districts, state
agencies, community based organizations, community college/university, child/day care center, private schools, or
other.

e Applicable goals — specific ADE goal(s) being addressed by this grant.
e Fund totals — portion(s) of the grant that are federal, state and/or other and the total.
e Range of awards.

e Award apportionment — amount to be apportioned as formula, discretionary, administration, or technical assis-
tance.

e Application process — competitive, contract, non-applicable, or non-competitive.
e Application available and application due dates.

e Project period begin and project period end dates.

e Spending term (up to 27 months).

¢ Contact information - name, phone, email.

o Weblink — a hyperlink to the website address for the program area or the grant.

e Some applications are only available in downloadable hardcopy format. If the page reads, “hard copy only”, you
must contact the person listed.

= Visit the Fund Alerts page monthly for new funding opportunities.

-10 -



Fund Alerts

Z O n a

O T A i

Department of Education
E Home Page | Grants Home Page | Glossary C clacy FAQ's \

Fund Alerts

The following Fund Alert pages are intended to provide information about state and federal education grants and funds that are
administered either by the Arizona Department of Education (ADE), or by other entities. Fund Alert information provides an overview
description of each fund accompanied by a contact person(s) who can provide further information about that Fund Alert.

The Fund Alerts are organized by eligible recipients, and are then catalogued into two categories. The first categ

Administered Crants, consists of federal or state allocated funds administered by ADE and available to Local Edud, @, .
(LEAs) through an application process. The second category, Non-ADE Administered Grants, consist of federal o A ril z O n a
funds administered by other agencies or entities and not necessarily available only to LEAs. — Department of Education

School Districts

Charter school

State Agency

Community Based Organization
Community College /University
Child / Day Care Center

Private S5chools

Other

View ALL Fund Alerts
View Application Due Date List: (updated weeklv)

1. Choose by type of entity.

ADE Home Page | Grants Home Page | Glossary |
'ALL' Fund Alerts

The following is a list of grants available to Local Educational Agencies (LEAS). Fund Alerts posted in the last 4 weeks will be flagged

as NEW. If the grant has an online application, it will be flagged as ONLINE under “Application format.” Grant applications that also

have downloads will be flagged as YES under “Downloads?". If there is a download associated with the grant, please view the bottom

of the grant profile (View Download Files button) or visit the Application Downloads link from the Grants homepage.

E Ad: tered Fund:

Application Downloads 2}
Format
NEW Yes

Contacts | FAQ's

Online 2013 - Character Education Matching Grant
New Online 2013 ~ESEAC Programs - Titles 1A, 1-D. II-A Yes
Online 2013 - IDEA - Basic Yes
NEW Online 2013 - IDEA - Monitoring System Grant Yes
Online DEA - TVI Certificate Yes
Online DEA Preschool Grant Yes
new Online 2013 - Innovative Education Program Yes
"agili"w 2013 - Mathematics and Science Partnership Program Yes
NEW Online 2013 - safe and Schools (53] Yes
NEW Online 2013 - State Tutoring- Fall Yes

Non - ADE Administered Funds

2. Choose a grant to view.

3. Funding Alert View for details.

[Program Area | ETTENERTE—

Funing tome | T
Individuals with Dizabilities Education

| Auth Statut
Impravement Act (IDEA)

Funding Source  |IZERS

Funding Type Grant-poal

Purpose

jwith VI by providing tuition assistance to teachers or other qualifying individuals that meet the UA/DPS and Arizona Department of Education, Exceptional
Student Services (ADE/ESS), eligibility criteria.

|ADE/ESS will provide tuition scholarships to qualified students to complete the UA/DPS's Teacher of Students with Visuzl Impairments program requirements as
long as

1. Federal IDEA funds are available to support this program

2. The PEA, 25 the designated fiscal agent, maintains its commitment as outlined in this RFP and specified in the approved grant application and Tuition
\Agreement signed by the district or charter school's superintendent, local special education director, and student

3. The student remains eligible to receive tuition assistance as outlined in the RFP and specified in the approved scholarship grant application and Tuition
Agrezment signed by the PEA's superintendent, local special education director, and studsnt.

PEA Eligibility Criteria

| nonprafit PEA that serves students with disabilities aged 3 through 21 is eligible to receive funding through this grant as the designated fiscal agent of an
leligible candidate ifit has

1. Submitted the most recent special education census and/or is serving students with special needs

2. Applied for current year IDEA Basic Entitlement funds

3. Received approval from ADE/ESS for the revised policies and procedures aligned with IDEA 2004

(Candidate Eligibility

/A candidate is eligible to receive the tuition scholarship if he or she

1.15 a legal resident of Arizona

2. Has an Arizona teaching certificate in any area (or)

Is a paraprofessional serving students with disabilities for a minimum of two years and has 2 bachelor’s degree

3. Has an undergraduate 3.0 cumulative GPA (suitable, motivated candidates with slightly lower GPAs may be accepted on 2 provisional basis)

|4. Meets all necessary UA/DPS requirements and prerequisites and is accepted into the UA/DPS's Teacher of Students with Visual Impairments program

[This grant is designed to help public education agencies (PEAs) ensure the provision of appropriate educational services by highly qualified educators to students

Eligibility Requirements

Goal 1. Pravide leadership by initiating and advancing
improvements to public education,

School Districts

Charter School

Eligible Subgrantees Goal 2. Ensure maximum academic and financial

accountability in public education

Applicable Goals
State Agency

Goal 4. Daliver high quality customer service.

Federal 50,000.00
State : L 100
Other 0.00 | 20.000.00

Fund Totals

Total : 50,000.00

0.00
50,000.00
0.00
0.00
Total : 50,000.00

Formula

Discretionary
| Award

| Apportionment

Application

Administration :
Process

Non-Compatitive

Technical Assistance

Application Available Date jo7,

Application Due Date [1or3172012

Project Period Begin [ov:01/2012

Project Period End los/30/2013

Spending Term B

Contact Information

View Another — Click to view another Fund Alerts

View Another

Apply Online — use the Apply Online button to begin
the grant application process. Remember: Applying
online requires a current General Statement of As-
surance on file at ADE and a Common logon User
ID.

Apply Online

View Download Files — Click View Download Files
to obtain Information, a hard copy application, in-
structions, additional narratives, or other data relat-
ing to this grant. If additional will not be considered
complete without it

View Download Files

2 kujawski@azed. gov

N o2 ::2-3213
webtink____|

[ view Another | | Appiy O

ne | |

View Download Files

-11 -



Applications

Online Applications — Enter and Submit Grant Applications (Save data at least every half hour to keep from being logged
out of Common Logon and losing your data.) See Step by Step instructions for Online Applications in Appendix C.

Note: For secure access to enter and submit grant applications the Common Logon User ID is required.

General Information

Entitlement/ Formula Grant

e Agrant based on a state or federal mandate . Itis a grant disbursed automatically on basis of legally defined formu-
la to all agencies, institutions or persons that qualify for it. The formula is usually based on such factors as popula-
tion, enrollment, per capita income, or a specific need.

e ADE responsible for the final distribution / pass-through of monies.

e Eligible entities are notified with a letter advising them of amount of grant allocation/award and specifics regarding
applying for grant.

e Entitlement/formula grant typically available for online submittal.

e Does not require approval of the State Board of Education.

Discretionary / Competitive Grant
e A grant that awards funds on the basis of a competitive process.

¢ Distribution of these monies is based on legislative and regulatory requirements and published selection criteria es-
tablished for a program where ADE acts as the administering agent and has responsibility for the final disposition of
monies.

e Examples: CFDA 84.144F Migrant Education Program (MEP) Consortium Incentive Grants and CFDA 84.416 Race
to the Top District.

e Original applications must be received by the date and time specified on fund profile or hardcopy information.

e Require approval of the State Board of Education.

Sign-in to Common Logon
e Once logged in, click on Grants Management from the Common Logon Application menu.

e Enter any of the secure webpages (online applications, amendments, cash management report, etc.) within Grants
Management.

e Choose to continue an existing process or create a new application.

Frames and icons
e Hyperlinks appear in the left frame and the corresponding icons fill with lines when the page is saved.
¢ Click on another hyperlink to fill out and save another page.

e To print a page, place the cursor in a recessed box on the page and print normally, or right click over the frame and
choose print. Hyperlinks without icons are informational only and can be printed using the right mouse click on the
Single Standard page icon.

-12 -



Applications

Single Standard page icons (the one-page icons), when the page is filled out and saved, the icon will fill with lines
and the data you entered with remain visible in the right frame.

O~ B

Multiple Standard page icons (pages one behind another) work differently. When the page is filled out and saved the
icon does not fill with lines, and the data you saved will appear as a separate new Single Standard icon/hyperlink for
another site or narrative, if needed. This Multiple page acts like a hard copy page that could be copied for each
school or site (renewable).

5

If a question is required on a page and you try to save without answering, you will receive a minor validation mes-
sage.

If a required page is not filled out and you attempt to submit, you will receive a different kind of validation message.

Validation Messages

0 Contact Information is required.
o Line Items is required.

€3 |Line items Description is required.

o Payment Schedule is required.

A. Application in Progress page (edit an application
or check application status)

APRLICATIONS IN PROGRESS B. New Application Selection page (choose a

new application)

Instr

" s

00-00-00-000 * Arizona Depariment of Education

Last Last

Fisal o gt Status Update Update

Year Vame User Date
? , ; 2. Program Specialist Created and edaed sbonnet jome Page | Grants Home Page | Glossary | Contacts | FAQ's
0 Tution Assstance 1.LEA siong3 NEW APPLICATION SELECTION

2012 Artzona Charter School Progeam 2013-2015 1. LEA Created shong3
G Tier Lvear 2 then chick ‘Continue’

Application Name

2012 - Adult Education Transforming Education Through Technology

Go Back Create New Application 2012 - CTE Program of Study Grant
N 2013 - Adult Education ABE/ASE-Federal
" N v 2013 - Adult Education Distance Learning
1 N N 2013 - Adult Education EL/Civics
1 ~ 2013 - Adult Education ELAA-Federal
=== N s == 2013 - AZ CSP 2012-2014 - Year 2

. . . 1
! Click on Create New Applicationto 2013 - Career and Technical Education (CTE) Basic Grant
I 1 2013 = Career and Technical Education - Priority Programs
| L .
| get the New Application Selection 2013 - Career and Technical Education Corrections
1 1 2013 - Career and Technical Education Post Secondary Grant
I Pa ge . I 2013 - Character Education Matching Grant
1 ! 2013 - Education for Homeless Children & Youth - Year 2

2013 - ESEA Consolidated Programs Application - Titles I-A, 1-D, and 1I-A
2013 - Head 51an Collaboration

2013 - IDEA - ASD YEAR 2

2013 - IDEA - Basic Entitlement

2013 - IDEA - Dimensions YEAR 2

2013 - INEA - Hinh Cast Braschanl

-13-



Applications

Read and agree to the Program Assurances

ADE Home Page | Grants Home Page | Glossary | Contacts | FAQ's
PROGRAM ASSURANCES

Instructions
® Please read the following Program Assurances and then click 'l Agree’ to continue.

® Torewrn click 'Co Back'
\Ariznna Department of Education
CTDS ‘000000000 Entity 1D 79275

Application Name ‘201 2 - Adult Education Transforming Education Through Technology

PROGRAM ASSURANCES

The applicant agency identified above assures the Arizona Department of Education that it will implement
appropriate activities in keeping with the intents and purposes of this grant/project and, 34 CFR 76 (EDGAR)
or 07 CFR, where appropriate; that it will use the current version of the Uniform System of Financial Records
for fiscal control and fund accounting procedures, and that it will maintain appropriate documentation for
audit and monitoring purposes.

" Agree

Right click over the desired frame to print the desired frame.

& https://www.ade.az.gov/GME/Application/Capture/Applic p - a 0 X WW E QADE_ x

File Edit View Favorites Tools Help

% @iconvert v Pselect

- » -
v @ E-Learning Home JSuggested Sites ¥ @Weh Slice Gallery ~ EADE Home @ADEWebUpdate Eﬁj A ~ [ @ v Page~ Safety~ Tools~ @'

X Find: ‘ 79275 ‘ Previous Next |[Z] Options ‘

i' Arizona 1

A Minmastmanme ~F CAdinmnsiam

VIEW APPLICATION

Click on a word link to the left to fill out/correct that page. When you are finished filling out/correcting a page, click the Save button at the bottom of each page.

FINANCIAL DATA
B Contact Information ‘When you are finished filling out/correcting all required pages, click on the Summary link to see a comprehensive review of all the data you entered. If you
B Line ltems receive a grid with messages before the comprehensive review page appears, correct any indicated errors, and then click on Summary again.

W Line Items Description

B capital Outlay

L] Payment Schedule

On the comprehensive review page if you find you need to make a change, click on the corresponding link on the left to modify a page. When you are satisfied
with all entries, click the Submit button (if available* ) to send the data electronically.

If you wish to return to the process later without submitting, click the Exit link to go back to the selection page.
SUMMARY & SUEMIT

EXIT APPLICATION You are allowed no more than 60 minutes per page, therefore, save data frequently. If you time out, re-enter the process from the selection page.

The Grants Management office can answer technical and general grant questions. Please also refer to the Grants Glossary and FAQ pages using the links above.
For program/grant-specific questions, please contact the appropriate Program Office. Contact information can be found using the Contacts link above.

3

* Users with limited permissions will not receive the Submit button

Note: Grants Management uses a “frames” technology. The screenshot above shows a 3-frame page
(1 on top and 2 and 3 side by side). To navigate frames, click on a link on the left to open the corre-
sponding page on the right. There is no need to use your browser back button.

To print a frame, make sure your cursor is in the frame you want to print, and then print normally, or
right click the mouse while the cursor is over the correct frame, and then choose.
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Note: If you need to change data, you do not need to use the browser back button.

Contact Information Page
e The name of the person responsible to make decisions regarding the grant application.
e Phone number, extension, fax number of the person referenced above.

e The email address for the person referenced above or an email for the person responsible to receive grant notifica-
tion (i.e. approvals, rejections, etc.) You can enter more than one email address, separated by a space or semico-
lon.

e Project Period Begin/ End Dates — grants/projects are generally granted for one fiscal year beginning July 1% and
ending June 30™ of the following calendar year.

0 All state grants/projects end on June 30".

0  Some federal projects may extend the project period to September 30", e.g., summer programs, extended
school year program.

Budgets

Line items should be coded according to the Chart of Accounts section IlI-E-2.1 through 1lI-E-3.9 of the Uniform System
of Financial Records (USFR) or Uniform System of Financial Records for Arizona Charter Schools (USFRCS) if the LEA
is a charter school. If the entity is not a school district or charter school, please contact the program office.

e All budgets are to be entered by line item and submitted via the Internet, if available.
¢ Entitlement/formula budgets should not exceed the grant allocation/award.
e Salaries
¢ Must include full-time equivalency (FTE).
¢ Must include Employee Benefits on the appropriate line item.

e The purchase of any textbooks, library books, and instructional aids (such as instructional computer software, work-
books, films, and kits) must be budgeted as supplies.
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Line Items Page

rizona

I'\nn-..-n-mnno— ~AF CAssmndimm

VIEW APPLICATION Purchased Property Services 6400 0.00

FINANCIAL DATA Other Purchased Services 6500 0.00
& Contact Information

Supplies 6600 0.00

Other Expenses |68!)!) 0.00

B capital Outlay

[ Subtotal for Support Services - Admin 2300, 2400, 2500, 2900 0.00
Payment Schedule

Operation of Non-Instructional Services 3000
B salaries 6100 0.00

EXIT APPLICATION Employee Benefits 6200 0.00

Purchased Professional Services 6300 0.00

Purchased Property Services 6400 0.00

Other Purchased Services 0.00
“Et. Al” on the —
. . . hi .
online application | ™ EreN : : =
Subtotal for Operab\n of Non-Instructional Services 3000 0.00
means ‘and Oth' Project SubTotal 0.00
ers” and SlgnIerS Max ADE Restricted Indirce<t Cost Allowed
Indirect Cost
that 6700 may Restricted Indirect Cost Rate 8 %
include other A
‘PmperryI |67[)D et al.

capital coding

Capital Outlay Justification Page (if amount is budgeted to capital)

F":J‘\NC IAL DATA . Strict |Arizona Department of Education
Contact Information CTDS (000000000 Entity ID 79275
& Line Items — -
. o Application Name \201 3 - SIG Tier I Year 2 Cohort 2

B |ine items Description

& capital Outlay

B payment Schedule
SUPPLEMENTAL DATA | 1,000.00

FFATA - Reporting

Requirements

5 FFATA CAPITAL OUTLAY

School/site Information Cost
= ) Description Purpose otal
school/site Per Unit

Information 550.00
=
School/Site Budget
Breakout
& school/ Budget 125.00 | specific description specific purpose
Breakout

specific description specific purpose

SUMMARY & SUBMIT

EXIT APPLICATION

Grand Total 925.00
Add 5 Rows
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Indirect Cost Rate — expenses that incur for the joint benefit of more than one project and cannot be readily and specifi-
cally identified with a particular project without effort disproportionate to the results achieved.

e |s calculated yearly from school district/charter school Annual Financial Report (AFR) and approved by the ADE’s
Audit Unit.

e To receive an indirect cost rate the school district/charter school must check the box on the AFR requesting an indi-
rect cost rate calculation and supply the additional information as indicated on the AFR.

e A LEA must have an approved Indirect Cost Rate on file with Grants Management in order to charge against a grant

e Can ONLY be applied to federally funded projects; however, may be restricted or disallowed on some federal
grants.

e Appears as a separate line item on the project budget page

e May not exceed the indirect cost rate times the actual subtotal expenditures of the project (excluding Indirect Cost
and capital outlay )

o |sin effect at the project starting date and is to be used for the entire project period

Capital Outlay

o Capital expenditures are those expenditures intended to benefit future periods, generally, the acquisition of or im-
provement to land, buildings and equipment

e Capitalization thresholds are established by the entity: $1,000/district, $300/charter for equipment or $5,000/district,
$3,000/charter for land, buildings, and related improvements.

e Items with a unit cost of $1,000 (district) or $300 (charter) or more must be listed as fixed assets and inventoried
according to the procedures detailed in section VI-E-I of the Uniform System of Financial Records (USFR) or Uni-
form System of Financial Records for Arizona Charter Schools (USFRCS) if a charter school.

o Capital outlay may be restricted or disallowed on some projects

Payments

e State payments to LEAs are made in accordance with the schedule requested on the application and are subject to
approval by the appropriate program office.

e For federal projects, do not schedule any payment. Place all budgeted amount in Remaining Scheduled Payment
(RSP). Upon approval of application, LEA can submit a payment request form to draw down monies.

Summary and Submit page

e This page provides a last opportunity before submitting your application to review all items entered from the contact
page through the narrative portion (if required) of the online application. Print this page as well as the next page
(receipt page) for your records.
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Approval/ Rejection Notification

e LEAs will be notified via email or communicated with by telephone to the person listed as the contact on the applica-
tion.

e If an application is rejected, the LEA has 30 days to resubmit.

e LEAs should cancel the original disapproved application if they do not want to revise and resubmit, or if the LEA is
not eligible for the monies.

e When an application is approved, the LEA can print a copy of the project summary upon notification.

e Hint: Community based organizations, institutions of higher education, state agencies may be required to use the
short form. The Grants Management system will use the entity CTD# to determine this automatically. No effort is
required on your part. See Appendix D for an example of this form.

= Is your application complete? There may be additional downloads required.
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Amendments

Amendments — allows user to make a change to an approved federal or state grant/ project.

e An amendment can be for a fiscal, programmatic change, or both.

e An amendment request is subject to approval by the appropriate program office.

e If an amendment is rejected the LEA has 30 days to resubmit.

e An amendment must be submitted no later than 90 calendar days prior to the project/grant ending date.

e Changes can be implemented when program office approves the amendment (notification is sent by email or mail).

Project End Date Online availability Deadline
June 30th Any time after the project has been April 2nd
approved

Fiscal Amendments

e To avoid an over-expenditure on a project/grant, an amendment should be requested when the anticipated expendi-
tures will exceed a budgeted line item by 10% or $1,000 whichever is greater, and/or

e To avoid an unauthorized expenditure on a project/grant, an amendment should be requested when the anticipated
expenditures do not have an approved budget line item on the latest approved application or amendment, and/or

e An approved state or federally funded project/grant may be amended to reflect changes in line item allocations or
additional monies resulting from carryover monies or additional allocations, which increase the budget total, or other
changes.

Programmatic Amendments may be submitted when there is no change to an approved budget line item amount:
e Change in staff duties or responsibilities.

e Change in the type of contractual services from the approved budget.

e Change in approved capital expenditure item(s).

o Extend the project ending date beyond the original approved date.
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AMENDMENT PROJECT SELECTION
Instructions
® To create new amendment, select the project by clicking 'Create Amendment'.
#® To go back to the previous screen click 'Co Back'

Fiscal Year 2013 ~

Grant ALL A

Entity Casa Grande Elementary District : 11-04-04-000 -

Show Projects
ProjectNumber | |

2013 215t Century Community Learning Centers (Casa Grande Elementary District: 11-04-04-000 |13FLCCCL-360971-02A |Create Amendment
[2013 215t Century Community Learning Centers Renewal-Year 5 |Casa Grande Elementary District - 11-04-04-000 |13FLCCY5-360971-01A |Create Amendment

Click on the Create Amendment hyperlink
for the appropriate project.

Click on the Create Amendment hyperlink for the
appropriate project.

F":ANCIAL RIS . |Casa Grande Elementary District
K17 (e [T T CTDS [110404000 Entity ID 1446
Contact Information = =
T Project |13FLCCCL—360971 -02A Project 1D 1070

||
=
B Line Items Description [FETTE Tt 2013 - 215t Century Community Learning Centers
B
B

Capital Outlay Amendment Number [1

Funding Sources
B payment Allocation “ To reduce a line item, use a minus sign in front of the amount. \4

M Approval information
SUPPLEMENTAL DATA - = :
Crant Appicanon

= ; o
S (Gl i e ‘Salaries |6|uu 106,038.00| 0.00 ‘ 106,038.00
and Contact Information

ite Information ‘Empluyee Benefits |6200

20,700.00 | 0.00 ‘ 20,700.00

No=

‘Purchased Professional Services |63u(l 10,000.00 | 0.00 ‘ 10,000.00

‘O(her Purchased Services |6500 0.00 | 0.00 ‘

(-

‘Supplies |6600 11,020.98 | 0.00 ‘ 11,020.98

Program Need

‘O(her Expenses |6800 0.00 | 0.00 ‘ 0.00

- Subtotal for Instruction 1000 I4?.758.58| 0.00 ‘ 147,758.98
Pragram Design and
plenientation Support Services 2100, 2200, 2600, 2700

‘Sﬂlaries |6|CI(] 41,299.00 0.00 41,299.00

8,062.00 | 0.00 ‘ 8,062.00

M o=

Priority ‘Purchased Property Services |6400 | 0.00 | 0.00 ‘

3
a
&
a
=
3
a
=
=]
3
a
&
=
B
3

irgd [ir) =1

AN =

- Adiquacy of ‘Empluyee Benefits |6200

soulces

‘Purchased Property Services |64u(l 0.00 | 0.00 ‘ 0.00

[ ) [ e =
%)

‘Pur(hased Professional Services |63CI(1 | 2,205.60 | 0.00 ‘ 2,205.60

Program Objectives ‘Other Purchased Services |65CI(] 3,350.00 | 0.00 ‘ 3,350.00

You may also need to revise line item descriptions, and/or narrative data.
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Amendments

|Casa Grande Elementary District

(S 110404000 4446
eI [13FLcCCL-360971-02A 107008
|201 3 - 21st Century Community Learning Centers

Amendment Number 1
Amount allocated in Budget for Capital Outla

| 2,726.40

CAPITAL OUTLAY

New New New New
--

213.20 213.20 EZ Reports Attendance + || Track Student & Parent  ~ || Track Student & Parent ~ ~ 426.40 426.40
Software Attendance Data/APR Attendance Data/APR £
- ||Data for all Sites 1-2. = || Data for all Sites 1-2. il
2 2 800.00 800.00 [(Automatic Letter Folding - ||Grant Coordinator is « || Grant Coordinator is = 1,600.00 1,600.00
Machine responsible for (=1 | responsible for =
- ||lgenerating and mailing - || generating and mailing ~
1 1 200.00 200.00 |Podium + ||Podium for Speak Up + || Podium for Speak Up = 200.00 200.00
(Debate Class) at Site 1 (Debate Class) at Site 1
1 1 150.00 150.00 |Set of Wireless + |Microphone set for « || Microphone set for = 150.00 150.00
Microphones Speak Up (Debate Class) Speak Up (Debate Class) [E
- |||at Site 1 - || at5ite 1 =z
2 2 125.00 125.00 |2 Sewing Machines + ||sewing Machines for ~ || Sewing Machines for - 250.00 250.00
Simple Sewn (Sewing simple Sewn (Sewing =
- ||Class) Site 1 = || Class) Site 1 -
1 1 100.00 100.00 |Variety of Music CD's ~ | Ivartiety of Music CD's for - | vartiety of Music CD's = 100.00 100.00
summer of Service for summer of Service £
- |Program at 5ite 1 - || Program at Site 1 -

Amendment Capital Outlay Justification Page (If the amount is budgeted and requires any change in items.)

e Quantity (Qty) change — use New Qty.

e Cost Per Unit (CPU) change — use New CPU.

¢ Change in Purpose — use New Purpose.

¢ Upon completion of this page, click on the save button. The system will automatically calculate a new total.

e Sections in grey come from the recently approved project summary. The LEA can make any changes in the white
sections (i.e. New Qty, New CPU, New Purpose).
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Payment Requests

Payment Request — view Payment Request compliance report by project.

Payment Request is a report used to submit required information showing the amount of federal project expenditures on
the date of the report.

e Not required for state projects.

e The project number identifies whether a project is federal or state.

13FAAGLS-060728-10A F for federal

13SESESY-060002-01A

S for state

e Areport is required for all federal projects — can be submitted daily, weekly, or monthly based on cash needs. How-
ever LEA must submit at least once every two months.

e Reports are used to assess compliance and determine the disbursement.

Payment Request Project Selection
Instructions
#® Select the praject by clicking the project number.
® Togo backto the homepage, click 'Co back'

Reports can be electronically submitted 15 days prior to the project end date.

Entity Agua Fria Union High School District : 07-05-16-000 A

Show Projects

07-05-16-000 : Agua Fria Union High School District

Projec[ Number Payment Compliam Staws | arest Payment Status ]

201 2 Migrant Ed Basic Grant  |12FEAMIG-260675-11A 260675 11A |Compliant Payment Request Approved

Title | LEA 12FT1TT1-260675-12A  |Compliant

Payment History |

View Previous Payment Request Reports

View and print previous reports

Submit Report

Payment Request Report Data

1. Total Budget 37,030.81

2. Project Revenue to Date

U . .
1 Zona
nnnarrmnnr ~F EAuiratinn

Disbursement from ADE to Date

37,030.70

Approved Local Carryover

a1

Total

37,030.81

3. Total Project Expense

0.00

Instructions

View Previous Payment Request Reports

® ToviewaPrevious

Report, click the manth v

[OSTI<S (~oua Fria Union High School District
Cros orosieooe  EECIEEEEes
TSNS, [12FEAMIG 260675114 [OONSey N 103350
2012 - Migrant Ed Basic Grant

Hard Copy Information
Hard Copy Signed by internal ~

Justification:
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Hard copy Received Date
|_pate_[Payment Cmnpham
Justification Information 8/3/2012]Y 0.00/ADE
Email Address: [813/2012]y \PRA | 0.00/ADE |




Payment Requests

Payment Request Report Data

1. Total Budget 408,951.75
2. Project Revenue 1o Date
Disbursement from ADE to Date 301,888.43
Approved Local Carryover 2,647.57
Total 304,536.00
BSOSt Froject RXpense 009 1. Enter Total Expense.
Hard Copy Signed by Internal v
Hard Copy Received Date
Email Address: 2. Enter email addresses: approval /
disapproval receive
Justification:

A justification is required if requesting
20% of budget total.

Project Expenditure Detalls

Function Code

Instruction 1000

£ 6100 153,659.53 0.00 0.00

<«— 3. Completion Project Expenditure
Details.

‘molovee Benefits 6200 32.858.72 0.00 0.00
Purchased Professional Services 6300 0.00 0.00 0.00

Purchased Property Services 6400 0.00 0.00 0.00
Other Purchased Services 6500 0.00 0.00 0.00
Supplies 6600 885.00 0.00 0.00
Other Expenses 6800 0.00 0.00 0.00

ubtotal for Support Services - Admin 2300, 2400, 2500, 2900 885.00 0.00 0.00
Jperation of Non-Instructional Services 3000

Salaries 6100 0.00 0.00 0.00
Employee Benefits 6200 0.00 0.00 0.00
Purchased Professional Services 6300 0.00 0.00 0.00
Purchased Property Services 6400 0.00 0.00 0.00
Other Purchased Services 6500 0.00 0.00 0.00
Supplies 6600 0.00 0.00 0.00

Other Expenses 0.00 0.00 0.00

ubtotal for Operation of Non-Instructional Services 3000 0.00 0.00 0.00

T N 000 059

stm:udmdm CostRate 1.3 % 6910 5,205.75 0.00 0.00

Property 6700 et. al. 0.00 0.00 0.00

Y 5 75
Budget Project
Amount Expenditure

&

Submit to ADE <

Go Back

Click Submit to ADE upon completion.
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Il?a rsasv?r?gnd;(\),vg/]o Approved Payment processed within 15
of budget total | automatically business days

Payment I
Request

Drawing down

greater than Payment Approved — Payment processed
or equal to 20 Pending Status | within 15 business days
% of budget

total |

ADE Program
Area approval —
required.

Disapproved — No disbursement.

Application Payment Schedule — place all budget totals under Remaining Scheduled Payment (RSP).

Initial Payment Request — Once a grant application has been approved by the ADE, a LEA can submit a payment
request immediately and it will be processed. Payment requests cannot be submitted or processed prior to an appli-
cation being approved. Payment requests are typically for reimbursement only. However, advance payments can be
made in certain situations.

Subsequent Payment Requests — A LEA must submit a payment request report no less frequently than every 60
days unless approved by grants management staff. Payment request reports submitted showing no expenditures
must include justification comments explaining the lack of expenditures in order to fulfill this requirement. A LEA may
submit as many payment request reports as needed during a project period.

o A payment request made on Monday (the 1st of a month) may request monies for an obligated payroll amount that
will be liquidated the next Wednesday (the 10th of the month). School districts should not submit for reimbursement
any obligation that will be liquidated more than 15 calendar days from the date of a payment request. Last day to
submit a Payment Request is 15 days prior to the project end date.
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Completion Reports

Completion Report—A completion report is a report of actual expenditures for a grant/project where data is entered and
submitted online.

e Required for all grants/ projects (state and federal).

e A programmatic narrative may also be required (attached to the online report or as a download to be submitted sep-
arately).

e Must be submitted to the ADE within 90 calendar days after project/grant end date; there is no grace period allowed.

Example
Project End Date Online Availability Deadline
June 30th July 1st September 28th

o If the county superintendent’s office handles the financial activities it is the district’s responsibility to allow the county
ample time to approve the report within that 90 day period.

e If a completion report (including any additional required narratives) is NOT received by the ADE within 90 days after
the project end date, further payments to the LEA for the current-year project will be suspended until the ADE is in
receipt of a valid report.

e Completion reports that are rejected after the 90 day deadline must be corrected and resubmitted to the ADE within

30 days after the rejection date, or further payments to the LEA for the current-year project will be suspended until

receipt of a valid report.

Cash on Hand — the completion report is the final payment request report.

Expenditures

o Final expenditures must be reported to the penny.

e Indirect cost cannot exceed the rate times the project subtotal of actual expenditures (excluding capital outlay) un-
less more stringent grant limits exist.

e Indirect cost must be rounded down to the penny, i.e. 123.776 must be reported as 123.77.

Over/Unauthorized Expenditures Description—If an over expenditure or unauthorized expenditure occurs, the LEA must
provide an Over/Unauthorized Expenditures Description. The ADE Program Area may or may

not approve the over expenditure or unauthorized expenditure. FINANCIAL DATA

& Contact Information
& Funds Summary

B Expenditures
B Over/Unauthorized
Exp 5
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Arizona
Department o
Education

GRANTS MANAGEMENT ENTERPRISE

ADE Home Page | Grants Home Page | Glossary | Contacts | FAQ's
User Name: Heikkila Sarah Employee Type: Director ES Level: PS User Profile: GM_PROFILE User
Location: |

COMPLETION REPORTS IN PROGRESS
Instructions
* Select the project by clicking the project number.

Fiscal Year 2012 +

Grant ALL v
Entity Academy with Community Partners Inc : 07-87-94-000

Program ALL -

Area

Status Being Edited by LEA A

Project

Number

I

; Project CR CR
ﬁ
_ N Academy with _ Being
2012 :EDnEﬁlerﬁ:ﬂlc Community Partners ES ;éEEZﬁ%gSA Edited by gﬁe mwilliamson3 ?gqg/]z]mz
Inc : 07-87-94-000 = |LEA o
R Vi

Show Projects l l Go Back l

Last
Update
User

Last
Update
Date

Academy with Being
2012 [Title | LEA Community Partners |T1 EEEEI]H&A Edited by Due mwilliamson3 ??/(}]6/123(]12
Inc - 07-87-94-000 =~ |LEA

e Click on a hyperlink to initiate, continue, resubmit
or revise a completion Report.
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\Academy with Community Partners Inc
078794000

Project ID

District

12FESCBG-260001-03A 103572

2012 - IDEA - Basic Entitlement

FUNDS SUMMARY

Allowable Cash on Hand
Cash On Hand

(Do not include interest)
Interest Earned

Comments(s) / Explai n o
(Funds must be clearly identified with a project vear.)

e Cash on Hand = actual project funds on hand after
project expenditures. Does not include other funds
that were never amended into the project

e Interest Earned = interest earned on the project
that has not already been returned to the ADE.
However, the Johnson O'Malley (JOM) program is
exempt.

e “Other” funds may include (e.g.) prior year interest
or prior year funds not yet returned to the ADE.
E.g., a capital item were paid for with project funds
from a prior year, but the item broke and could not
be replaced, so a refund was issued. Please also
revise the appropriate prior year completion report
to indicate the change in expenditures.



Completion Reports

Academy with Community Partners Inc BUdg?t Balance_Remammg project
CTDS 078794000 Entity 1D 79213 capacity.

:’u"r‘“etf;r 12FESCBG-260001-03A Project ID 103572 Over-expenditure (Ov.) - A situation

Grant Name 2012 - IDEA - Basic Entitlement where the amount Spent is more than

the amount authorized or budgeted. A

BUDGET LINE ITEMS line item may exceed the last approved

_ H H 0,
Code | Amount Amount Balance Expend. . . .
whichever is greater. (Indirect cost can-
Instruction 1000
6100 0.00 0.00

not exceed the rate times the project
subtotal of actual expenditures — ex-
6200 0.00 0.00 . . cluding capital outlay unless more strin-

Purchased gent grant limits exist) The amount over
Professional 6300  15,000.00 15,049.76

that is the amount of over expenditure.
If an LEA exceeds the 10% or $1,000
6400 . : . . threshold, the LEA must provide a justi-
fication.

Services

Purchased

Other Purchased

Services 6500

Unauthorized expenditure (Un.) - A
sum spent for purposes other than it

Other Expenses 6800 : : : : was allocated for, or in excess of the

i allocated amount. For completion re-

ports, it is any amount over zero where

6600

the last approved line item budget was zero.

The Budget Balance is the remaining capacity on the project and cannot be negative. It can include Cash on hand and/
or unreleased monies.

Cash on Hand — the amount of local project monies that remain in the project account after the close of the project peri-
od after all expenditures have been made. This does NOT include “Other” or any interest earned on monies deposited to
this grant account. Cash on hand reflects the budget balance unless the budget balance is in red.

Disbursements held at ADE due to Payment Request due, Programmatic Hold, etc. ADE has not released the en-
tire allocation to the project. The “Cash on Hand” is equal to the actual disbursements, including amended carry-over
monies, minus the actual project expenditures but does not match the budget balance. (Note: Cash on hand and budget
balance do not reflect one another.) See page 29 for example.

Disbursements held at ADE causes negative cash on hand. ADE has not released the entire allocation to the project.
The “Cash on Hand” is equal to the actual disbursements, including amended carryover monies, minus the actual project
expenditures. The cash on hand equals a negative amount and does not reflect the budget balance. Upon approval of
the completion report, ADE will disburse the negative cash on hand. See page 29 for example.
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Completion Reports (Cash on Hand)

Expenditures

BUDGET LINE ITEMS

) _ Budget |Expended] Budget JOv./Un.

Inctriuction 1000

Project SubTotal 183,872.22 n T e 10,498.28. 0.00

Restricted Indirect Cost Rate 8 % 6910 0.00 0.00 0.00 0.00
Property 6700 et. al. 0.00 0.00 0.00 0.00

183,872.22 .173,373.94 10,498.28 0.00

Funding Sources
Project Grand Total Expenditure *

FUNDIN R
e (173,373.94)
Funding Type Title 111 LEP Program ;
- Previous Subtotal Local (carryover)
2010 Carryover 0.00 Funds (if applicable)
2011 Carryover 0.00 4 (0_00)
/
i e 0.00 // - Current Fiscal Year ADE Disbursement
2011 Interest Carryover 0.00 , (133,474.05) P ,
Miscellaneous Local 0.00 / :
e | 0.00 ‘/ = Cash on Hand (-39,899.89)
Subtotal Local Funds 0.00
2010 Undisbursed Carryover 0.00
.2011 Undisbursed Carryover 52,523.22 Funds Summary
2010 Unbudgeted Carryover 0.00 :
2011 Unbudgeted Carryover 0.00
[2010 Holdback 0.00 Total Budgeted Funds 183,872.22 :
[ Current Fiscal Year :
mares ...
2012 Allocation 131,345.00 0.0
183,872.22 50,398.17
Total Funds 183,872.22 50,398.17
Allowable Cash on Hand 0.00
Cash On Hand
(less interest earned) -39,899.80
* Project Grant Total Expenditure is the Total Ex- 0.00
pended Amount of Budget Line Items from the other | 0.00
Expenditures table. Comments(s) / Explanation of "Other’ Funds

(Funds must be clearly identified with a project year.)
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Completion Reports (Cash on Hand)

Disbursements held at ADE due to Payment Request due, Programmatic Hold, etc.

FUNDS SUMMARY
Total Budgeted Funds 35,308.69
Current Fiscal Year
ADE Disbursement 27,769.65
Carryover Funds 184.26
Balance unpaid at project end date 7,354.78

Balance unpaid as of 8/28/2012 7,354.78
Allowable Cash on Hand 0.00

Cash On Hand
(less interest earned) 2,130.77

Interest Earned 0.04
0.00

Comments(s) / Explanation of "Other’ Funds

(Funds must be clearly identified with a project year.)
Cash balance of $2,130.77 plus RSP of §7,354.78 = budget balance of §9,485.55.

Project Grand Total Expenditure*
(25,823.14)

Carryover Funds (184.26)

Current Fiscal Year ADE Disbursement
(27,769.65)

Cash on Hand (2,130.77)

35,308.69 25,823.14 9,485.55  0.00

Budget |Expended| Budget |JOv./Un.
Amount | Amount |Balance]Expend.

Disbursements held at ADE causes negative cash on hand.

FUNDS SUMMARY
Total Budgeted Funds 206,597.86

0.00
64,589.95
64,589.95
0.00

Cash On Hand
(less interest earned) -40,966.94

Interest Earned 0.00
0.00

Comments(s) / Explanation of "Other’ Funds
(Funds must be clearly identified with a project year.)

206,597.86 182,974.85 |23,623.01 0.00

Budget | Expended] Budget |Ov./Un.
Amount | Amount | Balance JExpend.

Total Budgeted Funds (35,308.69)

Current Fiscal Year ADE Disbursement

Carryover Funds (184.26)

Cash on Hand (2,130.77)

Budget Balance (9,485.55)

Current Fiscal Year ADE Disbursement
(142,007.91)

Carryover Funds (0.00)

Project Grand Total Expenditure*
(182,974.85)

Cash on Hand (-40,966.94)

Total Budgeted Funds (206,597.86)

Current Fiscal Year ADE Disbursement
(142,007.91)

Carryover Funds (0.00)

Cash on Hand (-40,966.94)

Budget Balance (23,623.01)

* Project Grant Total Expenditure is the Total Expended Amount of Budget Line Items from the Expenditures table (see

example on previous page).
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Completion Reports

Disposition of Remaining Monies

Budget Balance/Interest

The disposition of budget balances is governed by federal grant guidelines, the Uniform System of Financial Rec-
ords (USFR) for School Districts, Uniform System of Financial Records for Charter Schools (USFRCS) and specific
program guidelines.

A budget balance may or may not be required to be returned.
All interest excluding the Johnson O’Malley (JOM) program must be returned.

Approved carryover is intended to benefit the following year’s program/project and must be amended when directed
to do so by the ADE program office approving the Completion Report.

View the appropriate year Fund Carryover Matrix on the Grants Management Glossary page.
Contact the appropriate program office for specific program guidelines.

Returned monies must be clearly identified (project number, grant name, fiscal year) and returned to the ADE Ac-
counting office unless otherwise directed. A copy of the approved completion report email notification requesting
funds being returned should accompany your warrant. If this is not available, a “Return of Funds” form is available
on the Grants Management homepage.

Upon program office approval of a valid completion report if there is negative cash on hand and the full project pay-
ment has not yet been released, monies will then be released up to the additional amount expended or to bring the
unreleased balance to zero, whichever is less.

Allowable carryover on state projects varies by grant guidelines. Federal grant assistance monies for FY10 and prior
have expired and must be returned unless they have been amended / approved into a current year project. FY 11
federal monies expire on September 30, 2013.
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Appendix A

Project/ Program Codes

Project Number 13FCTDBG-360675-01A

13 — Fiscal Year 2013 — the first two digits indicate the fiscal year
13FCTDBG-360675-01A

S-State or F-Federal — funding source, the third digit indicates the funding source
13FCTDBG-360675-01A

CT — Program Office responsible for the project
13FCTDBG-360675-01A

DBG — Program name
13FCTDBG-360675-01A

360675 — PCA (Project Cost Accounting) number tied to an entity and will be the same for all projects. This is
how the ADE pays an entity through Arizona Financial Information Systems (AFIS). The first digit stands for the
fiscal year, and the following 5 digits represent the entity’s actual PCA number.

13FCTDBG-360675-01A

01 — Project phase number. This is the order in which the project was approved for that entity in the given fiscal
year.

13FCTDBG-360675-01A

A — Distinguishes an Assistance project
13FAATTI-360675-01C

C — Assistance project also on Contract (IGA, ISA, or an RFP)
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Appendix B
Step-by-Step instructions for Online Applications

Enter the Grants Management Home Page through Common Logon. Click on Grants Management. See page 4 for
instructions about entering Common Logon.

From the Grants Management Home Page click on Application then click on Online Application.
Applications In Progress page

a. Continue existing application from grid by clicking application name hyperlink, or

b. Choose Create New Application

o New Application Selection Page — Select desired grant (radio button). Scroll down and click
‘continue’

Application Option Page — Click Create New or Continue Application or other hyperlink

Read, print and agree to the Program Assurances

Application — Click on a hyperlink on the left to fill out the corresponding page on the right
a. Contact Information Page — Enter applicant contact data

e Project Director Designation: select the designation of the person responsible to make decisions
regarding the grant application (Mr., Mrs., Ms., Dr.)

e Project Director Contact: Enter the name of the person designated above
o Phone Number: Enter the phone number (including extension) of the person designated above
e Fax Number: Enter the fax number of the person designated above

o E-mail Address: Enter the e-mail address for the person listed above and/or an email address for
the person responsible for receiving grant/project notification i.e. approvals, rejections, etc. You can
enter more than one email address separated by a semicolon.

e Project Period Begin/End Dates:

0  Grants/projects generally are granted for one fiscal year beginning July 1% and ending June
30" of the following calendar

0 All state grants/projects end on June 30"

¢ The Local Education Agency (LEA) can request extension of the end date at the time the
application is being made for some federal grant applications, to September 30" (i.e., for
summer programs, extended school year)

e Save page

b. Line Iltems Page — Enter budget amounts by line item (amounts will tally as you tab to the next line item)
e Salaries — Must include full time equivalency (FTE) (and must include benefits in next line item)

e The purchase of any textbooks, library books and instructional aids (e.g.’ instructional computer
software, workbooks, films, and kits) must be budgeted as supplies

e Indirect Cost Rate

¢ Can ONLY be applied against federally funded projects; however, may be restricted or dis-
allowed on some federal grants (see grant specific
Maximum Allowable indirect Cost download in online Glossary)

¢ Appears as a separate line item on the project budget page
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¢ May not exceed the indirect cost rate times the actual expenditures of the project
¢ s in effect at the project starting date and is to be used for the entire project period
e Capital Outlay/Fixed Assets

e Save page

c. Line Item Description Page
¢ Note: only those line items with dollar amounts will appear on this page
e Enter a description of the itemized costs for all items appearing

e Save page

d. Capital Outlay Page — Boxes will only appear on page if capital outlay is being requested
e Enter the quantity, cost per unit, description and purpose of item
e Add 5 more lines, or save page

e Save page

e. Payment Schedule Page — select one*
e Payment Distributed Manually — LEA can enter requested payments

¢ *This is the only option for federal projects. Enter all payment in RSP (Remaining Sched-
uled Payment)

¢ For State projects, enter amounts in months desired or as instructed
e Payment Distributed Evenly — System distributes in equal payments
e Months that have passed will be blocked
e Payments are subject to program office approval

e Save page

e. Supplemental Data Page(s) — Enter response to program specific questions, if applicable

7) Summary & Submit — if all pages are completed correctly, click this hyperlink to view Summary

8) Print and Submit — Print Summary by placing mouse cursor directly over the Summary, right click the mouse and
choose Print from the menu (for your records), then select Submit button.

9) Application Receipt — Print the receipt and keep with records

Note: Applications are subject to the review and approval by the appropriate program office. A grant application is not
approved until approval notification is sent to the subgrantee. The application may also require additional downloads.
Refer to Application Downloads (Grants Management — Application — Application Downloads).
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Appendix C

Budget Page for Community Based
Organizations (CBOs), Institutions of Higher Learning (IHLs), and State Agencies

BUDGET LINE ITEMS
Function Code Object Code

|Expenditure Categories

salaries - Instructional 14100 | 0.00
Salaries - Non-Instructional 14150 | 34,911.00
[Employee - Benefits 14200 | 10,037.00
Travel 14250 | 1,000.00
'supplies and Materials 4300 | 140.00
|Purchased Services [ Consultant Fees |4400 | 100.00
Tuition 4500 | 0.00
Printing and Reproduction 14600 | 10.00
Utilities and Communications 14700 | 30.00
(Other Expenses 14800 | 68.32
|

|Subt0tal for Expenditure Categories 416,296.32

Project SubTotal 16,296.32
Max ADE Restricted Indirect Cost Allowed 3,703.70

|Indirect Cost
Restricted Indirect Cost Rate 8 % 19999 | 3,703.68
|Capital Qutlay

14900 | 0.00
50,000.00

|Capita| Qutlay

Some entities fill out a short budget form (applications, amendments and completion reports), typically
have project numbers that end with “C” (Contract), and the projects are often invoice-based
(reimbursement).
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Appendix D

Step-by-Step instructions for Online Amendments

Enter the Grants Management Home Page through Common Logon. Click on Grants Management. See page 4 for
instructions about entering Common Logon.

From the Grants Management Home Page click on Amendment then click on Online Amendments

Amendments In Progress Page

a. Click on project number from grid by clicking a hyperlink

Amendment Option Page — Click Create New or Continue Amendment or other hyperlink

Program Assurances — listed for review and agreement

Amendment — Click on a hyperlink on the left to fill out the corresponding page on the right

a. Contact information — Review/modify applicant contact data for accuracy

Project Director Designation: review/modify the designation of the person responsible to make deci-
sions regarding the grant application (Mr., Mrs., Ms., Dr.)

Project Director Contact: review/modify the name of the person designated above

Phone number: review/modify the phone number (including extension) of the person designated
above

Fax Number: review/modify the fax number of the person designated above

Email Address: review/modify the e-mail address for the person listed above and/or an e-mail ad-
dress for the person responsible for receiving grant/project notification, i.e. approvals, rejections,
etc. You can enter more than one email address, separated by a semicolon.

Review/modify Project Period Begin/End Dates:
0 All state grants/projects end on June 30"

¢ The Local Educational Agency (LEA) can request a change in end date through the amend-
ment for some federal grants/projects, to September 30" (i.e., for summer programs, ex-
tended school year)

Save page
Amendment Reason

¢ Enter a brief reason for submitting the amendment (i.e., to include carryover and interest, to
increase/decrease specific line item budget due to vacancy saving due to underestimated/
overestimated costs, change the end date, etc.)

¢ Save page

b. Line Items Page — Enter the budgetary information for each line item amount to be changed.

To increase the budgeted amount, type in the amount the line item is to be increased by.

To decrease the budgeted amount use either the minus (-) symbol before the amount , or parenthe-
ses surrounding the dollar amount.

c. Line Item Description Page

Add new budget descriptions as appropriate in the white section

Save page

-306 -



c. Capital Outlay Page — Boxes will only appear on page if capital outlay is being/has been requested in the
budget line item page.

Edit the existing capital outlay items (Qty, CPU, Purpose), or
Add new capital outlay items, or
Delete the existing capital outlay items by entering 0 under the Qty

Save page

d. Supplemental Questions Page: enter/revise responses to program-specific questions, if applicable

6) Summary & Submit — if all pages are completed correctly, click this hyperlink to view Summary

7) Print and Submit — Print Summary by placing mouse cursor directly over the summary, right click the mouse and
choose Print from the menu (for your records)

8) Amendment Receipt — Print the receipt and keep with records

Note: Requested changes can be implemented when approved by the appropriate program office. The email address
(es) provided will be notified when approved.
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Appendix E

Step-by-Step instructions for Payment Requests

1)

instructions about entering Common Logon.
2)
3)
4)

Click Continue
Payment Request Project Selection page
a. Project Number

0

0

5) Payment Request Submittal Page

Enter the Grants Management Home Page through Common Logon. Click on Grants Management. See page 4 for

From the Grants Management Home Page click on Payment Request hyperlink

Click on the appropriate project number hyperlink to submit a report, or

Click on View Previous Payment Request to print for your audit trail.

1. Total Budget

Disbursement from ADE

Hard Copy Signed by

2. Project Revenue to Date

to Date

Approved Local Carryover

Total

3. Total Project Expense

Hard Copy Information

-

Internal

Payment Request Report Data

408,951.75

301,888.43
2,647.57
304,536.00

0.00

Hard Copy Received Date

Justification Information

Email Address:

Justification:

Project Expenditure Details

Budget

Function Code
Amount

Project Budget
Expenditure Balance

Instruction 1000

Salaries 153,659.53

a. Total Budget — System generated, no data entry required.

b. Disbursement from ADE to Date — System generated, includes monies paid to date, no data entry required

c. Approved Local CarryOver - System generated if applicable

d. Total Project Expense — Enter the Total Project Expense

e. Email Address — Enter the email address (multiple email addresses — separated by semicolon)

f.  Justification — Enter the justificatioin only if you are drawing down more than 20% of budget total or you
have not submitted any payment request for 60 days

g. Project Expenditure Details — Enter Project expenditure per line item (3. Total Project Expense must match

total expenditure from the project expenditure details)

6) Payment Request Receipt page — Print receipt and maintain with grant/project records.
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Appendix F

Project Holds: Project Holds: Their Meaning and Remedy

Flag

Meaning

To remove flag

Completion Report Due

The project end date has occurred and
the project is now eligible for comple-
tion report submission.

Submit a completion report within 90
days of the project end date.

Hold Level

Meaning

To remove hold

Programmatic Hold

The Program Office has placed a hold
on this project.

Contact the appropriate Program Office
to find out what is required to remove the
hold.

Programmatic Hold+

The Program Office has placed a hold
on this project and all subsequent year
(same grant) projects.

Contact the appropriate Program Office
to find out what is required to remove the
hold.

Completion Report Overdue

The due date to submit a completion
report to ADE for this project has
passed and the report is overdue.
Completion reports are due within 90
days after the project end date.

Submit the completion report to ADE.

CR Hold-Prior CR Due

The current year project is on hold due
to a prior year project's completion
report (same grant) not having been
submitted to ADE within 90 days after
the prior year project’'s end date, or,
the prior year project’s completion re-
port was rejected and not resubmitted
back to ADE within 30 days.

Funding will not flow on all same-grant
projects.

Submit the prior year's completion report.

CR Out of Comp

The project is on completion report
hold due to additional completion re-
port data not having been submitted,
or additional data was submitted incor-
rectly or insufficiently.

Contact the appropriate Program Office
to determine what additional data or cor-
rected data is needed to remove the hold.

CR Hold-Prior CR OOC

The current year project is on comple-
tion report hold due to a prior year pro-
ject’s additional completion report data
not having been submitted or addition-
al data was submitted incorrectly or
insufficiently. Funding will not flow on
all same-grant projects.

Contact the appropriate Program Office
to determine what additional data or cor-
rected data is needed to remove the hold.

Audit Hold

The entity did not submit the results of
an OMB A-133 Single Audit after ex-
pending $500,000 or more in federal
monies during a previous fiscal year.
All federal monies administered by the
ADE are on hold.

Submit the results of the independent
OMB A-133 Single Audit to the ADE Audit
unit.
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1)

2)
3)

4)
5)

Appendix G
Step-by-Step instructions for Completion Reports

Enter the Grants Management Home Page through Common Logon. Click on Grants Management. See page 4 for
instructions about entering Common Logon

From the Grants Management Home Page click on Completion Reports hyperlink

Completion Report Entry Page

a. Choose the appropriate fiscal year from the dropdown, then click Show Projects

b. Click on the appropriate completion report(project number) hyperlink

Completion Report Option Page — Click on Create New or Continue Completion Report or other option

Completion Report — Click on a hyperlink on the left to fill out the corresponding page on the right

a. Contact Information Page — Review/modify applicant contact data for accuracy

Project Director Designation: review/modify the designation of the person responsible to make deci-
sions regarding the grant application (Mr., Mrs., Ms., Dr.)

Project Director Contact: review/modify the name of the person designated above

Phone Number: review/modify the phone number (including extension) of the person designated
above

Fax Number: review/modify the fax number of the person designated above

E-mail Address: review/modify the e-mail address for the person listed above and/or an e-mail ad-
dress for the person responsible for receiving grant/project notification i.e. approvals, rejections,
etc. You can enter more than one email address, separated by a semicolon

Save page

b. Funds Summary Page

Total budgeted Funds — No entry required

Current Fiscal Year ADE Disbursement - No entry required

Carryover Funds — No entry required

Balance unpaid at project end date — Amount of unreleased monies at the project end date
Balance unpaid as of (current date) — Amount of unreleased project monies to date

Cash on Hand — Enter cash on hand

Interest Earned — Enter amount

Other — Enter amount not included in cash on hand or interest

Comments/Explanation of “Other” Funds — Entry required only if an amount is entered in
“Other” (Example of other funds: Prior year (same grant) refunds or other same-grant monies dis-
covered through audit, or refund of capital outlay...)

Save page

c. Expenditure Page — report actual expenditures

Enter the actual expenditure amounts to the penny

Transfer over expenditures and unauthorized expenditures to local funds
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Indirect Cost may not be exceeded by even one penny (round down). Indirect cost cannot exceed
the rate times the project subtotal of actual expenditures (excluding capital outlay) unless more
stringent grant limits exist

Save page

d. Over/Unauthorized Expenditures Description Page

Enter valid description explaining the purpose of over/unauthorized expenditure(s)

Save page

e. Capital Outlay Page

Enter data in Quantity, Cost per Unit, Description of Item, and Purpose
Add 5 more rows, as appropriate
Grant Total must equal amount budgeted to capital before report can be submitted

Save page

f. Supplemental Data Page(s) — Enter response to program specific questions, if applicable

Summary & Submit — if all pages are completed correctly, click this hyperlink to view Summary

Print and Submit — Print Summary by placing mouse cursor directly over the Summary, right click the mouse and
choose Print from the menu (for your records)

Completion Report Receipt — Print the receipt and keep with records

Be sure to submit any additional hardcopy narratives or other programmatic requirements. Check the Completion
Report Downloads section on the Grants Management homepage
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